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The information contaied in this document is a general guideline for the processing of
procurements using the State of Illinois BidBuy syst&tate of Illinois procurements must be
conducted in accordance with applicable statutes and rules, including the Illinois Procurement
Code. For any questions, please contact your Agency Procurement Officer (APO) or State
Procurement Officer (SPO).

Note: If not an AIS Agency, some fields in the screen shots may not be available to you.
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BidBuy General Overview

BidBuy

General Overview ILLINGIS «PROCUREMENT
User Roles

Department Access (DA)* Basic Purchaser (BP)*

Department Accessisthe role for Agency requestors  Basic Purchaser (BP) is the role for Agency purchasing
! staffs and APOs.

Basic Purchasers can create all documents on the

Agenc e such as Requ ons, Bid, Purchase
b Oor n eir related L h as
order fror ting blanket contracts only. Amendments, Change Orders and revisions.

* An approver may be configured aseither a Department Access or Basic Purchaser. In addition, if a user’s
role is to approve only, they may be setup as a Department Access role with approval rights only,
dizallowing both requisitioning or contract shopping.

General Document Structure

Requisition Bid Purchase Order
n Market, Mew Public Procurement
Demand Bulletin

Numbering

Document
Description

*Record Numbers aregenerated based on a number wheel exclusive to each of the 3 documents. (i.e. Req, Bid, PO)
As aresult, a Requisition's record number may be 300, while the associated Purchase Order is 102.

** The Bid Tab is a sub-document of the Bid where Vendor Quotes are tabulated, and where an award is recorded.
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Terms Crosswalk

Current Future
Solicitation/MNotice : Bid
IPBE Registered User > Bidders
Addendum >  Amendment

Bid/Offer/Response =~ Quote
Award Information > Bid Tab
Contract > Purchase Order (PQ)
Amendment > Change Order

General Process Workflows

Small Purchase - Begins with an Open Market Requisition, then converted to a Purchase Order.

Requisition ~~ ($10,000to Formal " Purchase Order ~
- Solicitation Threshoid) ! -

Competitive Solicitation —Begins with an Open Market Requisition, which is converted to a Bid for public
solicitation. Once guotes are obtained, the Bid Tabis opened and vendor is awarded. The Bid Tabis then converted to a

Purchase Order.
+ . » I »

Release (Order Against Contract) — Begins with a Release Requisition, then converted to a Purchase Order.

- Purchase Order

Renewal - Begins with an Open Market Requisition referring tothe associated Purchase Order/Contact. The
Reguisition is converted to a Bidand the Bid Tabis completed with the renewal amount(s). Finally, a Change Orderis
created against the original Purchase Order/Contract for the Renewal terms.

Requisition_ . - Bid Tab PUDLI'_TETEE -

Change Order - Begins with an Open Market Requisition referring to the associated Purchase Order/Contact. The

Requisition is converted toa Bidand the Bid Tabis completed with the change order amount(s). Finally, a Change Order
is created against the original Purchase Order/Contract based on the Change Order terms.

Requisition_ . - Bid Tab |

PO Change
Order 73
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Overview & Outcomes

This document is a reference guide tod@# DAusers to enable the users to navigate the BidBuy
application. For the purposes of this document, the primary focus will show the BP user access, but will
note the differences in BP and DA accessmvapplicable.For additional detail for each role, see the
online help, or question mark icon, for role specific help.

Basic Purchasing User (Internal)

TheBasic Purchasing Usean crate and process different typed requisition documents (open
marke, release, and demand), create and process foramal informalbid documents and create and
process different types of purchase order and change order docunaariisted below:

Release Requisition Release off Master Blanket

Open Market Requisitiort RFP, IFB, Create Blanket Contrdormal solicitation and small
purchase

Demand Requisitiorg, Survey

Open Market Bid (formal} RFP, IFB, Create Blanket Contract

Informal Quote¢ Small Purchasgrom Open Market Requisition)

Blanket Purchase Ordegterm contract agreement

Open Market Purchase OrdeRFP, IFB, Create Blanket Contract, small purchase
AssignApprovers

Approve documents

X X

X X X X X X X

Department Access User (Internal)

The Department Access Usamn create and process requisition documents (open marketeleadse),
approve documents, initiate change orders as listed below:

Release Requisition Release off Master Blanket

Open Market Requisitiorg RFP, IFB, Create Blanket Contract, formal solicitation and small
purchase

Informal Quote¢ Small Purchase (fro@pen Market Requisition)

Approve documents
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Home Page

Header Menu Navigation Menuj Control Center

NIGP Browse Home
Account Updates Items
Advanced Search Documents
Help Manual Vendors
Quick Buy Approval

Reminders
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Understand Home Page Navigation

Under theBasic Purchadsg or Department Accestab, thehome pagss divided into four areas

1. RoleTals ¢ User rolecontrols accesm the system Tabs will only appedifrthe user has more
than one role assigned.

2. Header Menug NIGP browse, account setup, search, help manual, and exit

3. Navigation Menug navigate to Homd?age, Items search, Documents, Vendors and Quick Buy

4. Control Center fluid navigation of NewsRReqgsBids,PGs, Approvals and Reminders

BidBuy

RLINOS sPROCUREMENT ENS BRI Department Access

NIGP Code Browse | My Account | Customer Service | About Current Organization: State of lllinois &= April 26, 2016 12:01:29 PM CDT Q 0 .II 7 ¢em>= E‘
Home Itemsv Documentsv Vendorsv Quick Buy _ Find It Basic Purchasing

Home - Welcome Back Basic Purchasing

News(1) = Dashboard Regs(1) Bids(22) PO(90) Approval(0) Receiving(84) My Reminders(0) Events(0) System Messages

Effective Date Category

06/30/2015 Events

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

Role TabsHeader Menuand General Navigation Menare consistent for each scree@ontrol Center
is a summary of BidBuy activity and is fluid dependimgpdatesthat are dynamically created lach
section

Role Tabs

If the user has multiple roles within BidBuy (for example you @&asac Purchasing Usas well as a
Department Accesdgser for the Staty the user segtabs as indicated belowEach role within the
applicaton has its own control cente-or more inbrmation on the control center, see the Control
Center section.

1. ClickBasic Purchasingb

BidBut
J o FESEEEEC M Department Access

ILLINOIS «PROCUREMENT

NIGP Code Browse | My Account | Customer Service | About Current Organization: State of lllinois &= April 26, 2016 12:04:35 PMcDT Q@ il Jemml>

Home ltemsv Documentsv Vendorsv Quick Buy _ Find It Basic Purchasing

® If the User has one rol¢hen the role tab does not appear.



Header Menu

TheHeader Menuis static and alwaydisplayedat the top of each pag&his menu allows the uséw
access:

NIGP Code Browse

My Account

Customer Service

About

Current Organization

BidBuyDate Time

AdvancedSearctds T2 NJ 1 KS dza SNDR& 2NBIFYATFGA2Yy0
Help Manualrole specific)

Reporting Dashboarghccess dependent on State configuration)
Ad Hoc Reportin¢access dependent on State configuration)
Form Builde(access dependent on State configuration)
Administrative Reportéaccess dependent on State configuration)
Document Dashboardnot used by tte

G2B shopping cagnot used by State

X X X X X X X X X X X X X X

ILLINOIS i‘MDLuIcLMLN\J Basic Purchasing Depariment Access Inquiry

NIGP Code Browse | My Account | Customer Service | About  Current Organization: Stale of llinois 3=  March 17, 2016 1:36:05 PMCDT Q @ d70emml

% System Exit

Header Menu: NIGP CodeBrowse

The NIGP Code Browse link bar allows a search of commodity codes by Class and Class Item codes set up
and maintained in the BidBuy database.

TheNIGPCommodity/Services Codg an acronym for the National Institute of Governmental
Purchasing Commodity/Services Code. The NIGP Code is ataadimgmyused primarily to classify
products and services procured by state and local governmemsiith Ameria. It is used by the State
of lllinais to classify goods and services during procurement.

ClickNIGP Code Browsen Header Menu

o

NIGP Code Browse | My Account | Customer Service | About  Current Organization: State of llinois 3=  March 17,2016 1:47:07PMcoT Q@ il B e m = B>
SelectNIGP Classode from pulldown menu
SelectNIGP Class lterirom
EnterNIGP Keywordo searchfor a certain code
Selectsearch type criteria by Searching drop-down
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6. ClickSearchto execute search

NIGP Code Browse | My Account | Customer Service | About  Current Organization: State of lllinois 3= March 17, 2016 1:50:01 PMCDT Q @

Home Itemsw Documentswv Vendorsv Quick Buy _ Find It

Commodity Code and Service Codes -

Search

NIGP Class | v o
NIGP Class Item | v | 9

NIGP Keyword | | r"‘

Search using | ALL of the criteria ¥ | o

| Search ‘

NIGP Code Browse o

7. To browse alNIGP Classodes, scrollown toNIGP Code Browse
3. ClickNIGPClassodeto view NIGP Class Iltem

@ The State uses NIGP Class codes and NIGP Clas<;|fedigit NIGP codes.

Commodity Code and Service Codes - Batson Salt

Search

NIGP Class | v

NIGP Class em | v
Search using

NIGP Code Browse

=4

Administrative, Financial, and Management Services

02 Agricultural Equipment and —

1B !
[

Arts, Crafts, Entertainment, Theatre

12

Arts, Crafts, Entertainmen|

7]

037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.
04 Automotive Products, Veh|
050 ART EQUIPMENT AND SUPPLIES
05 Building Equipment, Suppli
052 ART OBJECTS
06 Clething, Textiles, Laundry
232 CRAFTS, GENERAL
or Communication Equipmen]
233 CRAFTS, SPECIALIZED
08 Computers, Software, Sup
580 MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES
855 THEATRICAL EQUIPMENT AND SUPPLIES
860 TICKETS. COUPON BOOKS. SALES BOOKS. STRIP BOOKS. ETC.

Header Menu: My Account
My Accountallowsthe userto update theiruser profile
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NIGP Code Browse | My Account | Customer Service | About  Current Organization: State of lllinois &=  March 17, 2016 1:47:07PMcDT Q @ il
1. ClickMy Accounton Header Menu
ClickEditto change user profdl information
Updateinformation
ClickResetto clear all fields
ClickSave and Exib leave the page
ClickSave & Continu¢o save and add more information

BidBuy

NIGP Code Browse | My Account | Customer Service | About

Home POs> Bidsv Contracis Quotes~ Invoices>

My Account Information

Salutation  Dr. "
My Information
FirstName Laura LastName Batson
Job Title President Department
Salutation: Dr
Email test123@gmail.com .
First Name™: Laura Last Mame : Batson
Company  Batson Salt
Job Title™:
Phone (312)320-4306 ° © [Test user
E-maif*; laura.batson@catconsult.com
Phone*: (555 }|655 -|5555 Ext.
Mobile Phone: (i }
Mobile Provider A
Change Password: Confirm Password:
Login Cuestion™ What is your father's middle name? ¥
Login Answer* Gregg
Proxy User: Johnson, Rachel * #| Activate Proxy User
Default Homepage Tab for Basic Purchasing: | Requisition v
Default Homepage Tab for Department Access: | Requisition v
Default Homepage Tab for Inguiry: News v
Select Dashboard Report: v
User Manual Version: Standard ¥
Current Password®: ﬁ Please emOn[ password to CO user profile chanO
| Save & Exit || save&Continue || Reset || cancel & Exit

ClickCancelk Exitto remove updates and leave the page
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Password Reuse

When a useanttempts tochange their passwordith a previously usegasswordthe BidBuy Password
Reuse Preventiofeature will check th@umber of resetsllowed prior topermitting reuse

@ The State of Illinois requires users not be able to reuse the past 12 passwords.

1. Click oMy Accountto edit Passworar other account information.

BidBut

ILLINOIS «PROCUREMENT

1
NIGP Code Browse | My Account | Customer Service | About

2. Clickeditand BidBuywill directthe user toMy Information page

My Account Inforgjation

My Information

Salutation

First Name Basic LastName Purchasing

Job Title Trainer Department TESTO02 - TEST02

Email aly@prosigmapartners.com
Phone 3125555555
Proxy User

12| Page



3. Reenter new password i€onfirm Password

Salutation:
First Name™:
Job Title*:
E-mail™:
Phone*:
Mobile Phone:

Mobile Provider

Login Question™*:

My Information

Change Password:

I

|Basic | Last Name - IPurchasing

|Trainer |

|a|y@prosigmapartners.com
(312 |)[555 |-|5555 | ext. |

L L |

]

|
e | | Confirm Password: I | .—ﬁ

‘ What is your father's middle name? -~ ‘

Login Answer™: |Saad

Proxy User: ‘( No Proxy) VJ | Activate Proxy User

Default Homepage Tab for Basic Purchasing: m
Default Homepage Tab for Department Access: m
Default Homepage Tab for Inquiry:

Select Dashboard Report: \ v
User Manual Version: Standard v
Current F'assword*: | Please enter current password to confirm user profile changes
| Save&Exit || Save&cContinue || Reset || cancel & Exit

@ System will display Error if the password waseviouslyused.
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Set/Clear Proxy User
Use the Proxy User dropdown menu to designate a BidBuy user access to approve docimyenis
behalfin BidBuy. The Proxy is required to have rightsgprovedocuments in BidBuy. Whew! OG A @I ('S
t NP E& ! &S NI praxgwill Gd¢e 8o msrisIadyfok y@ur approval available in their Approvals
tab and receive emails when new approvals are submitted to you.

1. Click orMy Accountto designate a Proxy User

BicdBut U

ILLIN(_,I’\ PP(_)LURLFAENT

NIGP Code Browse | My Account | Customer Service | About

2. Clickeditsystem will direct user tMy Information page

My Account Information

My Information .

Error Page

Error
« Exception Occurred: Password cannot be a recently used password.. There is a system error. Please contact the system administrator for help. Your reference error ID is: ERR00001852

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved

=1L EL] Ay @PTosSIgImdaparaiers. Corm
Phone 3125555555
Proxy User

3. Selectaproxy user from drop dowiroxy User
4. SelectActivate Proxy User
5. ClickSave & Exito save and exit
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6. ClickSave & Continu¢o save and continue

My Information

Salutation:

First Name™: IBasic | Last Name*:IPurchasing
Job Titie*: ITrainer |

E-maif*: Ialy@prosigmapartners.com

Phone*: (312 |[555 |-[5555 | ext | |
Mobile Phone: ( b || |

Mobile Provider v

Change Password: l Confirm Password:l

Login Question*: |What is your father's middle name? v |
Login Answer™*: [Saad
Proxy User: 9 | (No Proxy) \4 Activate Proxy User [ 5

Default Homepage Tab for Basic Purchasing:
Default Homepage Tab for Department Access: | News N
Default Homepage Tab for Inquiry: News

Select Dashboard Report: | v]
User Manual Version: Standard v
Current Password™: Blease enter current Bvord to confirm user profile changes
| Save & Exit | | Save & Continue | | Reset | | Cancel & Exit

7. ClickOKon pop up to confirm change

This site says...

| am acknowledging that the proxy user being assigned has
the appropriate agency rights to perform actions on behalf of
the user specified.

D Don't let this page create more messages

Cancel
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Set Default Homepage Tab

The Basic Purchasimg Department Accesdsermay selecttab to start on wherlogging intothe
dza Sheiespage. Use the dropdown menu to desigriie preferreddocument type to default to

NIGP Code Browse | My Account | Customer Service | About

upon viewinghe home pageClickMy Accountto edit user Password

1. Clickeditand thesystem will directhe user toMy Information page

My Account Information

My Information

Salutation
First N\ame Basic LastName Purchasing

Job Title Trainer Department TESTO02 - TEST02

Email aly@prosigmapartners.com
Phone 3125555555
Proxy User
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2. SelectDefault Homepage Tafor Basic Purchasingle from drop down
3. SelectDefault Homepagd abfor Department Accessole from drop down
4. SelectDefault Homepage Tafor Inquiry role from drop down

The Default Homepage is only available for the Roles the user has in BidBuy. Example,
dzZaSNJ A& 2yfe | .t dzaSNE (KSe gAfft 2yfe

Purchasing.

o

ClickSave & Exito save and exit
ClickSave & Continu¢o save and continue

o

My Information

Salutation:

First Name™: |Basic | Last Name - IF’urchasing

Job Title™: |Trainer |

E-mail*: |a|y@prosigmapartners.com

Phone™: (312 ||555 |-|5555 | Ext. |

Mobile Phone: ( bl || |

Mobile Provider ‘ V|

Change Password: | | Confirm Password: |

Login Question*: \ What is your father's middle name? \

Login Answer™*: |Saad

Proxy User: (No Proxy) v 1 Activate Proxy User

Default Homepage Tab for Basic Purchasing:

Default Homepage Tab for Department Access: Fﬂ

Default Homepage Tab for Inquiry: e

Select Dashboard Report: \ V]

User Manual Version:

Current Password™: | Gase enter current Wrd to confirm user profile changes
[ Save&Exit || Save&continue || Reset || cancel &Exit

Header: Customer Service
The customer service screattowsthe userto contact locaBidBuySupport for additional information

NIGP Code Browse | My Accouryl | Customer Service [fbout Current Organization: State of llinois &= March 17, 2016 1:47:07 PM CDT Q 0 .II y .J [ ﬁ - E‘

(f) Help will be configured to send an email to

or for assistance with some of the items that are found in BigBuyapplication.
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Header: About Tab
The screen shows the current version of BidBuy.

ClickAbout

NIGP Code Browse | My Account | Customer Servicd | About | Current Organization: State of llinois 5= March 17, 2016 1:47:07 PMcDT Q @ | 7 lem™l

ClickOKto exit

Header Menu: Current Organization

For the State of lllinoigachorganizationcorresponds ta State AgencyFor users who have access to
multiple organizations, the Current Organization will display the organization that the user is currently
logged into Access to other organizationsay be granted by administrators to either BP or DA Users.

If the user has access to multiple organizations, they can change the current organization by clicking on
the lookup icon.

1. Clickcrossarrows

(1)

NIGP Code Browse | My Account | Customer Service | About  Current Organization: State ofllllnoi March 17, 2016 1:47:07 PMCDT ‘Q @ Ad70emml

2. To search for an Organization, engg&rarchcriteria
3. ClickFind It
4. Selectbutton next to organization
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